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APPLICATION FOR nsconns RETENTION SCHEDULE OOk FICE OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION

INST RUCTIONS: See Publicstion No. 76—HM-—1 for Instructions on completing this form. Forward signed original to

Depsrtment of Archives and History, Rooords Management Dmslon 330 Capitol Avnnuo Atlanta, Georgm, 30334,
Attention: Scheduling Section, , ‘ i _ e

FOR AGENCY USE 1. Agency Addrlu L T : FOR aecoansmmmsm USE
Apptication Date . - Georgia Department of Human Resources - | Application Number -
July 26, 1977 | Division of Physical Health - Emergency | 77— z IG '
Acplication Number Health Unit - 618 Ponce de leon, N. E. fg—reerrrt v Cornarened
Atlanta, Georgia 30306 . . . , o :
DHR-159 | ~— e o _dAaue -4 4oz | AUG 22 1977
2 PnrsontoCantact . . Working Tide j ' Telephone Number
Ms. Joyce Gandy o : . Clerk Typist II : 894-5170 -
3, Action Requestsd , ' ' B . T

8. X% Estabusn Retsntion Schedule; record wnll continue to accumuiate.\
b. O Disposs of present accumulation; no further accumutation anticipated. : .
¢, [ Amend ApplicationNo, ... Check One: 0 ) Change; (1 Supercede: [J Voud :

4, Datei of Series - . 5. Rooords SGVIII Tst!c (fallowed by title ussd in office; if d:fferent}
Earliest - Latest .

7-1-76 . | to date Emergency Medical Technician-Ambu:[ance cﬂse Files

8. Division énd Offica Function What is the function of the Dw:slon and the Office in whuch this record series is creeted?

The Division of Physical Health is responsible for the administration, direction, and coordi-
‘nation of the Physical Health programs throughout the State., This is accomplished by the
establishment of health standards for business, housing, field operations, and hospitals;
the improvement of the physical and dental health of adults and children; the diagnosis and
control of diseases; . the supervision of construction and licensure of the health facilities;
and the daily State-wide program of registration, statistical coding, certification and
preservation of the births, marriages, divorces and annulments of marriage and_deaths that
occur each year in the State. -

The Emergency Health Unit is responsible for prov1ding administrative services, and for pro-
moting and supporting emergency health functions to meet the needs of individuals in emer-

ency health {unctions to meet the needs .of individuals in emergency situations whether due
o__sudden illness, natural or man-made disasters.--

7. Rceord Soriu Damnptlon -, This fils contains the foilowing documems finclude form numbers and t:r!es, if any):
Attach sarnples of tho ft!e. RSO e .

Dowmantsrohtmgto ' ¥\;5 : -
' maintaining caseﬁfor 1nd;|.v1duals cert1f1ed as Emergency Medical Tech1c1ans-Ambulance. _

1

Induded arse:

EMT-A Certification No, and date issued; whether or not applying individual has any
physical or mental handicaps; employment record; training credits claimed; 1listing of
activities for qualification; and signature of applicant with date; also included are
various certifications for completion-:of allied training courses and pertinent cor-

respondence. : _ . _ :
File is arrangad: ‘
alphabetically by name of individual A
{8 Monthiy Referance Rate ~ How often ara records referred to which are:

One to six months oid _'Ll.Z...__ Saven 10 twelve rnonths oid_71-12 ——; Thirteen to twenty-four months o!d‘..____ﬁrare
twenty-five months and oider _rare _? . : ' —
1

9. Anmul Rats of Accumuladon of Flocordt
Lm«-uu drawers —_— e} Legal-s:ze drawers

; Shelves ——— . Other {macif);)

unnumbered form (DHR - Applicat:Lon for EMT-A Certlflcatlon) which shows name and addres%

AR=80=71; Rev. 28 . o i ) (COver)




ves | no | 10. Questionnairs___{Place an X" in the proper colurnn) B n o,
_ 3. Is this the official copy of the saries? : :

X It not. where is jt?

N b. Does the saries co'n'uin' canfidential information requiring security handling? f yes, cite law or regulation. -

X
< ¢ ls this a vital rmrd? . ‘ ' | R
X d. Doaes this serias have historical o¢ long_arm research value? s

¢. When one or two documents in the file makae it necessary to keep the entira f‘le fora Iong period, could thase

X dommann_hs_:dndmgd_ana_mivz
X s mmmmmmmmmmmdmm_ﬁ

‘fg. Is the Inforrﬁanoﬁ contained in this series aver malyzad andlor recorded ina summanzed report?

X | itves attach cooy,
h. I3 there a duplication of this saries in your offica, of in another officu or agency? . N .
. If ves, whera? ' : L .
x | 1. :m.ammmmmmmmm microfilmed? . ~ - . ' |
x 1 L. Doss the racord saries result in a comouter printout? - ' ST W
11. Retsntion Requirsmants The following requires the serwstobakept- o . S 1
a. State Law o years. -, Audatpenod A SRR : years.
- b, Statuts of limitation . years. . e Administrativeneed =~ . "1 - years
o Federsi law’ S e years. - - {. Federal retantion instructions ’ : yess.
Attich copy or excert of laws or regulations. Explain administrativeneed, T . -

P

1s. Approved Dlsbo:hiq_n Instructions - Thus agancv recomfnends that the hle series be cut off at tha end of cach

D Calendar Year; D Fiscal Year; 03 Other ___ . - —— ._____.then, -
~ 3 Mold in the currant filas__aru_______month{sl ...-__.__.-_.vea_r(sl:then S
O Transter to local holding area; hold . __year(s); then e e e .
O Transfer to State Remrds Canter hold ______.__._year(s};than - T
ao.my ‘ . o ) L - -
) Transfer to State Ard'uves for p-rmanant ratentnon T ST R - :
@Othor (Spocffw IR v ; “ o Th "* o

Upon terminatlon of EMT-A Certification place all papers for that individual in the
inactive file; cut off inactive file at end of each fiscal year; hold,l year; then _
.destroy. - - BT
g . ’ o o ) - Co. Co T . . ’ _ ‘7 in Cuwvvent -ﬂ\;: O.VJ(L”

- o, X . K A A .

Thcslinstructions ip:;ly to all prior and futufe accumulations of the series,

i

Date Records Managemant Officar (éyna ture) _ Date

?2-26-27

Suta Rmrd_s C°ﬂ‘!“m' (S:gna!urc} Date -

Rccommandatl;oﬁs in para- ‘ _ g‘\ . . - I T
graph 12 are approved, State Auditor/Design : — !é.. z .
(if disspproved, attach letter ’ /—'J ' 27—

of lxpflﬂl&bﬂ.} Sccreq{":} tate/Deasignee W 7\»!-4/:)4 ) & -7 Z 77
Artomev GancrallDesxgnec | // ]‘_4 {/27’@{/( . | (( z1

; Mg~ ki teic s Tme P gmamm o e = b e T -




